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1.0 BACKGROUND AND CONTEXT

The SADC Development Finance Resource Centre (DFRC) is a regional institution mandated
to strengthen development finance capacity, regional integration, project preparation,
governance, and resource mobilisation across the SADC region. In executing its

development partners, and the private sector.

DFRC hereby invites suitably qualified and experienced legal firms from SADC Member States
to submit proposals for inclusion on a Panel of Legal Service Providers for the provision of
general and specialist legal services.

This Request for Proposal is issued in accordance with the DFRC Procurement Standards,
which are aligned with internationally accepted public-sector and development finance
procurement principles, including transparency, competitiveness, fairness, accountability,
integrity, and value for money. The procurement approach further reflects good practice
principles consistent with the Republic of Botswana’s public procurement framework.

2.0 INVITATION TO BID

DFRC intends to establish a panel of legal service providers for a period of five (5) years.
Inclusion on the panel shall not confer any exclusive right to provide services nor guarantee
any minimum volume of work.

3.0 OBJECTIVES OF THE PANEL

The objective of this RFP is to establish a pre-qualified panel of competent legal firms capable
of providing timely, high-quality, and regionally responsive legal services to DFRC on an as-
needed basis, in a manner that supports effective governance, risk management, and
programme delivery.

4.0 DEFINITIONS AND INTERPRETATION
For the purposes of this RFP, wunless the context otherwise requires:

‘DFRC” means the SADC Development Finance Resource Centre.
‘Bidder” means any legal firm submitting a proposal in response to this RFP.
“‘Panel” means the list of pre-qualified legal service providers appointed by DFRC.
“Call-Off” means a request for services issued to one or more panel members for a specific
assignment.

“Procurement Standards” means DFRC’s internal procurement framework, aligned with
international  development finance and public procurement best practice.
“SADC” means the Southern African Development Community.

5.0 SCOPE OF LEGAL SERVICES

5.1 Corporate and Commercial Law

e Drafting, review, and negotiation of contracts, MoUs, SLAs, and partnership
agreements

e Corporate structuring and commercial legal advisory services

e Commercial risk assessment and dispute avoidance

5.2 Development Finance and Infrastructure Law

Legal advisory support for project preparation and financing arrangements
Drafting and review of financing agreements, guarantees, and grant instruments
Public—Private Partnership legal frameworks and transaction support

Advisory services related to DFI- and donor-funded programmes
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5.3

54

5.5

5.6

6.0

Governance and Regulatory Advisory Services

e Advisory support on corporate governance frameworks

e Drafting and review of Board Charters, Committee Terms of Reference, and
governance policies

e Advisory on directors’ duties, fiduciary responsibilities, and statutory compliance
Governance effectiveness reviews and board evaluation support

Procurement and Contracting

Legal advisory services relating to procurement processes

Review and drafting of solicitation documents and contracts

Legal support during evaluations, awards, and contract management
Advisory services on procurement-related disputes

Employment and Labour Law

e Drafting and review of employment contracts and HR policies
e Advisory services on disciplinary, grievance, and termination matters
e Labour law compliance across SADC jurisdictions

Litigation and Dispute Resolution

e Legal advisory services relating to disputes
e Arbitration, mediation, and litigation management support
e Strategic legal advice on dispute avoidance and resolution

DURATION OF THE PANEL

The panel shall be established for a period of five (5) years, subject to satisfactory
performance, continued eligibility, and compliance with DFRC requirements. DFRC reserves
the right to review panel membership periodically.

7.0

8.0

ELIGIBILITY AND QUALIFICATION REQUIREMENTS

Bidders must be legally registered law firms in a SADC Member State

Bidders must be in good standing with their relevant professional bodies

Joint ventures or consortiums are permitted, provided roles are clearly defined
Bidders must demonstrate adequate technical capacity, financial standing, and
professional integrity

DEBARMENT, SANCTIONS, AND INELIGIBILITY

A bidder shall be disqualified if it is subject to suspension, debarment, or sanctions by DFRC
or by any recognised international development finance institution, public procurement
authority, or regulatory body. DFRC reserves the right to rely on publicly available sanctions
lists in determining eligibility.

9.0

PROPOSAL SUBMISSION REQUIREMENTS

i) Bidders shall submit separate Administrative, Technical, and Financial Proposals, in
accordance with the instructions set out in this RFP.

i) All bidders are required to register their firm details via the designated online form
https://forms.office.com/r/HEHpuh7SbV  before  submitting their proposals.
Registration is a mandatory step and proposals from unregistered proposers will not
be considered.

iii) Proposals must be submitted no later than the following date and time: Monday, 26"
January 2026 at 16:00 hrs local time (CAT).
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iv) Bidders must submit explicitly via email to info@sadc-dfrc.org (written in a Microsoft
Office application and Portable Document Format).

v) Reference must be addressed as Inclusion on Panel of Legal Service Providers
to Southern African Development Community - Development Finance
Resource Centre (SADC-DFRC) Ref No: DFRC 02 Vol.1 (17)

vi) The proposal submission address is:

SADC-DFRC

Private Bag 0034, Gaborone
Botswana

Telephone: +267 319 1146

10.0 EVALUATION METHODOLOGY AND SCORING
Proposals shall be evaluated using a Quality- and Cost-Based Selection methodology,
consistent with DFRC Procurement Standards and public procurement best practice.

Evaluation Criterion Description Weight
Firm Experience and Relevant legal experience 30%
Track Record and institutional capability
Regional and Experience with DFls, 25%
Development Finance regional institutions, or
Experience public-sector programmes
Proposed Team and Key Qualifications, experience, 20%
Personnel and availability of key
personnel
Financial Proposal Competitiveness, 15%
transparency, and
reasonableness of fees
Value Addition and Approach to institutional 10%

Knowledge Transfer

strengthening and capacity

building

11.0 ETHICS, INTEGRITY, AND CONFLICT OF INTEREST

Bidders shall observe the highest standards of ethics, integrity, and professional conduct. Any
form of fraud, corruption, collusion, misrepresentation, or undue influence shall result in
immediate disqualification.

12.0 GENERAL CONDITIONS OF PROPOSAL SUBMISSION
i) Right to Accept or Reject
The DFRC reserves the right to accept or reject any or all proposals, in whole or in
part, and is not bound to select the lowest-priced or highest-scoring submission. The
Centre further reserves the right to annul the procurement process at any stage
without incurring any liability to the affected proposers.

i) Late Submissions
Proposals received after the stated closing date and time will not be considered.

iii) Incomplete Proposals
Submissions that fail to provide the required information or documents, may be
deemed non-compliant and excluded from evaluation.
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iv)

vi)

Costs of Submission

All costs associated with the preparation and submission of proposals shall be
borne by the proposer. The DFRC will not be liable for any costs, expenses, or
losses incurred in this process.

Conflict of Interest

Bidders must disclose any actual or potential conflict of interest in relation to this
assignment. The Centre reserves the right to disqualify a proposal if a conflict of
interest is identified that cannot be reasonably managed.

Validity Period
Proposals shall remain valid for a period of 90 days from the closing date of
submission.

vii) Clarifications

The DFRC may request clarification of information provided in the proposals.
Failure to respond within the specified timeframe may result in disqualification.

viii) Negotiations

The Centre reserves the right to enter into negotiations with one or more preferred
proposers before making a final award.

Confidentiality
All information provided by proposers will be treated as confidential and used solely
for the purposes of evaluating the submissions.

Contract Award
The successful bidder will be formally notified in writing. The Centre’s decision on
the award of the contract shall be final.
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13.0 ANNEXURES
Annex A: Proposal Submission Form

Form to be completed and signed by the authorised representative of the bidder.

. Name of Firm:

. Country of Registration:

. Registration Number:

. Physical Address:

. Postal Address:

. Telephone:

. Email Address:

. Authorised Representative:
. Position:

OCONOOOAPRLWN -

We hereby submit our proposal in response to the DFRC RFP for the Establishment of a
Panel of Legal Service Providers. We confirm that we have examined the RFP documents
and agree to be bound by their terms and conditions.

Signature:
Name:
Date:

Annex B: Declaration of Eligibility, Ethics, and Conflict of Interest

Declaration confirming eligibility, absence of conflicts of interest, and compliance with DFRC
standards.

We, the undersigned, declare that:

We are legally eligible to participate in this procurement;

We are not subject to any suspension, debarment, or sanctions;
We have no actual or potential conflict of interest;

We shall observe the highest standards of ethics and integrity.

Signature:
Name:
Title:
Date:

Annex C: Financial Proposal Template
Template for submission of fee structures, hourly rates, and cost assumptions.

1. Hourly Rates (by category):
- Senior Partner:
- Partner:
- Senior Associate:
- Associate:
- Paralegal:

2. Other Cost Assumptions:

- Travel and subsistence:
- Disbursements:
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3. Currency of Proposal:
4. Validity Period of Fees:

Annex D: Standard Panel Terms and Conditions

Terms governing panel appointments, call-off procedures, performance management,
confidentiality, and termination:

- Panel appointment does not guarantee work;

- Services shall be procured through call-off assignments;

- DFRC reserves the right to rotate or competitively select panel members;

- Confidentiality obligations apply;

- Performance will be monitored and reviewed periodically;

- DFRC reserves the right to terminate panel membership for non-performance or breach.

Annex E: Company Secretariat Services

Detailed scope of company secretariat services, including statutory compliance, board and
committee support, maintenance of records, and governance advisory services:

- Provision of external company secretary services;

- Preparation and maintenance of statutory registers;

- Drafting of Board and Committee agendas and minutes;

- Custody of corporate records and resolutions;

- Advisory support on governance best practices;

- Support for Annual General Meetings and statutory filings;
- Advisory services on directors’ duties and compliance.
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